Financial Information Management System PMC
Users’ Manual

6. PMC SYSTEM OVERVIEW

This chapter provides basic instructions for starting and navigating through the FIMS
PMC System and discusses the System’s menu structure.

Thisinteractive system is designed to alow for:

Maintenance of data on funding documents (basic and amendments), from initial entry
as funding action requests (FARs) through full obligation or liquidation

Maintenance of supporting and reference data on Subheads, Resource Control
Numbers, Budget Activities, Appropriation, and Program Managers

Tracking, through on-line queries and displays and printed reports, the status of
documents and reference entities

Exchange of accounting information with the mainframe-based Headquarters
Accounting System (HAS) and Standard Accounting, Budgeting and Reporting
System (SABRYS)

6.1 GETTING STARTED

Log on to the network and start the FIM S program by double clicking on the FIMS icon
with the left mouse button. The FIMS Main Screen (Figure 6-1) will be displayed.
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Figure 6-1: FIMS Main Screen

The current software version and Fiscal Y ear are prominently displayed in the middle of
this screen. Asinstructed on the bottom of the display, press any key for the next screen.
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The next screen (Figure 6-2) will ask you for your password. To continue, enter your
password and press the key. You have three chances to enter the correct
information. After the third attempt, and if the password is still incorrect, the system will
abort further attempts at gaining access to the FIM S programs.

mh'laline Corps - FIMS
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User identification:

Enter vour identification password.

| Exit |
Figure 6-2: Password ID Dialog Box

If your password is accepted by the system, the PMC Main Menu (Figure 6-3) is
displayed.

mMaline Corps - FIMS
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Figure 6-3: PMC Main Menu
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6.2 MENU STRUCTURE

An expanded PMC menu tree is provided in Appendix D. The PMC Main Menu contains
four function buttons for accessing the various activities in the program. They are:

DIl M ERQELEIQEIM  develop and track various types of funding, non-travel and
travel documents

modify and transfer funds; view and manipulate datain
budget activities, subheads, PM codes and field activities

Report Options display and print out a number of different reports

Utility Options manage users and passwords and change or create afiscal
year

6.3 DOCUMENT MANAGEMENT

When this option is selected, the Document Management Menu (Figure 6-4) is displayed.

PROCUREMENT BRAMCH (PMC)
FINAHCIAL IHFORMATION MANAGEMENT SYSTEM

DFM FUNDING DOCUMENT MAMAGEMENT

C eae

Figure 6-4: Document Management Menu
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The four options available in this menu are summarized below:

Manage Draft Documents in the PRELOG generate draft documents; view and
edit documents in Prelog; submit
documentsto Inlog for review and
approval; review reasons for
rejection of documents from Inlog

Manage Working Documents in INLOG review documents from Prelog and

commit or reject back to Prelog with
an explanation; generate draft
documents; delete aform; place a
document on hold; edit the contents
of a document

Manage Signed Non-Travel Documents review non-travel documents which

have been approved; obligate funds;
cancel documents

Manage Signed Travel Documents review approved travel documents

There are six types of documents supported by this system. Each document has some
different qualities which set it apart from each of the others. These differences have to do
with the information associated with the document type and how the document is handled.
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Listed in Table 6-1 below are the six document types and their characteristics:
Table 6-1: Document Types and Characteristics

Document Type Characteristics
Request for Contractual Procurement | - Committed and obligated separately

(RC) . Can be obligated in parts
- Funds can be obligated or deobligated

Has only one document amount
Basic document can be rgected if no funds
are obligated
A negative amendment must be confirmed
in order for it to take effect
A negative amendment having sufficient
funds and is to be committed cannot be left
unconfirmed
A negative amendment lacking sufficient
funds and is to be committed will be left
unconfirmed

Documents are not liquidated
A negative amendment may need to be
rejected after confirmation
A positive amendment can be rejected if
there are enough funds deobligated for the
entire document (cumulative)
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PMC

Work Request (WR)

Documents have only one document
amount

Documents can be committed and obligated
a the same time

Committed funds are obligated against the
basic document or amendment which they
were committed under

Documents cannot be obligated in parts,
only in full (applies only when there are no
amendments)

Documents can be deobligated once they
have been obligated

A negative amendment must be obligated in
order to take effect

If a negative amendment is to be committed
and there are sufficient funds, it can be
obligated at commitment or committed and
left unobligated

If a negative amendment is to be committed
and there are insufficient funds, it can be
left unobligated

Documents are not liquidated

A basic document can be rejected if it is not
obligated and has no obligated amendments
An amendment can be regjected if it is not
obligated

Military Interdepartmental Purchase
Request (MP)

Looks and acts like an RC with one
exception: If a negative amendment isto be
committed and there are sufficient funds,
the amendments can be committed and
confirmed or committed and | eft
unconfirmed

Purchase Order (PO)

Looks and acts like aWork Request with
one exception: The period of performance
date is mandatory
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Travel Order (TO)

Documents have three amounts which
compose the total document amount: per
diem, transportation and other

Documents can be committed and obligated
a the same time

Committed funds are obligated against the
basic document or amendment which they
were committed under

Documents can be obligated in parts, based
on actual liquidation amount

Negative amendments must be obligated at
commitment

Documents can be liquidated

Documents can be deobligated once they
have been obligated

Documents can be canceled

Documents cannot be rejected

Military Standard Requisitioning and
Issue Procedure (MS)

Documents have only one document
amount

Documents must be committed and
obligated at the same time

Committed funds are obligated against the
basic document or amendment which they
were committed under

Documents are committed/obligated in
pieces as the individual items are either
ordered or received (depends on
documentation provided)

Negative amendments must be obligated at
commitment

Documents can be deobligated once they
have been obligated

Documents are not liquidated

A basic document can be rejected

An amendment can be rejected
Documents cannot be canceled

For those document numbers that are based, in part, on the source of funds, that element
of the document number will be based on the source of funds for the first line of

accounting on the document.
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For the PM C Branch, a breakdown of the document number is as follows:

Document Number: M95450fydt???7??
fy 2 digit fiscal year that document was created
dt 2 character document type

Non-travel document number: M 95450fydtfbxxx
f 1 digit fiscal year of funds
b 1 digit budget activity
xxx  3digit sequential for each budget activity, starts at 001

Travel Order document number: M95450fy T cfbxxx
C 1 character category of traveler
b 1 digit budget activity
xxx  3digit sequential number entered by the user

® The budget analyst/reviewer has the option of overwriting the entire document
number.

6.3.1 DRAFT DOCUMENTS IN THE PRELOG

Click on [\YEREGEED EViai SRR A= Nele} and alist of al documentsin

Prelog is displayed (Figure 6-5). Documents identified as Drafts are new funding action
requests (FARs) which have not yet been submitted to the budget analyst for review and
approval. Drafts which have been submitted to the budget analyst in the Inlog have a
document number assigned to them (e.g., M9545096RC62016-2). This unique identifier
is assigned by the reviewer when the Draft is submitted to the Inlog.

mMaline Corps - FIMS ===
¥ ¥ & PROCUREMENT BRAMCH (PHMC) ¥ W o
vd, 28 FIMAMCIAL INMFORMATION MAMAGEMEMT SYSTEM FY 97
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Doc Numhber Amount RCH Re jected Tvpe o
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DRAFT97 PMCBBE31-8 £218,.158.94: 845887 | F RCP
DRAFT27PHCABB32-8 £218,158.94: 845887 : F RCP
DRAFT97 PHCABB24-8 55,955.88 ;148864 : F Work Reqy
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DRAFT97 PMCBBE19-8 51,.9588.80:811141 ;T RCP

Uiew Heuw Locate Guit

Figure 6-5: Prelog Documents
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6.3.1.1 VIEWING, LOCATING AND EDITING EXISTING DOCUMENTS

To view a particular document, highlight the document number and click on \YAEWE To
quickly locate a document in along list, click on [RSEteNd an insert will appear
prompting you to enter the document’s last four digits and amendment number:

Document to be located : -

Enter the appropriate information and press the Enter key. If the document exists, the
document number will be highlighted. To view its contents, click on If the
document number doesn’t exist, adisplay will inform you that the document doesn’t exist.

If it does, it will appear on screen (Figure 6-6).

mMaline Corps - FIMS &=
Document Number : [DRAFTI7PHCO00024] Amendment Number - [ 0]

Activity Code : Attention :
- -
Completion : [IEF80%98)  Funds Expire : [[8230299) Consulting Services :[H
Budget POC: [HARTE MARTINEZ(DSN d26-1i30) ]

Technical POC : [T R W BARDIN.
Authorizing Official : [N ROV IR

Appropnation - 1771109 Subhead : 4404

RCN - [1400E4 PH: Total Document Amount : | $11.110.00]
Funds Source Line of Accounting Amount
l40064 &4 031 20701 0 000027 2D 000000 400640000024 §5,555.00 _‘I Add
140064 4k 031 20701 0 Q00027 2D 000000 400640000024 §5,555.00 1

E dit

hhaaE e
e Rl
EEEESL s

Quit || Edit || Delete || Submit I|Eejectil:|n| |gppmve|| Print I

Figure 6-6: Document Display

To edit adocument, select th button located along the bottom of the form. While
in the edit mode, the option buttons will change. You'll only be able to Cancel or Save
your changes (Figure 6-7).
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mHaline Corps - FIMS == =]

Document Mumber : [DRAFTS7PHC00024 Amendment Mumber : [ 1]

Activity Code : Attention - Approvals I
H =/ [chgl

i i . i Copy To
Completion : [IEFSIZEE] Funds Expire : [[8780299] Consulting Services :[f

Budget POC : [HARTE MARTINEZ(DSW 426-1130) ]
Technical POC - [ HES W HARDIN ]
Authorizing Dfficial - [EXN NI ROV IR ]

Appropriation - [17711059 Subhead : [4404

RCH : [140064 PM: [C2 | Total Document Amount © | $11.110.00]
Funds Source Line of Accounting Amount
140064 A4 031 20701 0O 000027 20 000000 400640000024 £5,555.00 _*I Add
140064 Ad 031 20701 0 OOOO0Z7 2D 000000 400640000024 §5,.555.00

SR
... Delet
)
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i

Cancel Il_éﬁ_aveé || Delete || Submit I|ﬂejec1iun| |gppmvel| Print I

Figure 6-7: Prelog Edit Mode

In addition, the following option buttons are available (right side of form display):

Approvals view approval, editorial, rejection and submission activities taken
on thisform

Remarks view/add general comments in the Remarks box which is attached
to the form

Items view/add data items which are relevant to certain form types

(button is disabled on forms not supported by this function)
view/write delivery instructions for this document
Shipping view/input shipping instructions for this particular document

Copy To view/identify agency names and individuals who will receive a copy
of the completed form

While in the edit mode, tab through the various fields and change/add values as required.
Certain fields will contain adrop list from which you can select afield entry. To view the
list, leave the field blank and press the Enter key. If any changes conflict with established
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parameters, an appropriate message will be displayed. An example of one message which
could be displayed due to funding conflictsis:

x|

Document amount exceeds amount available.

(1].4 |

Clicking on the OK button will yield the following display:

x|

@ Do you want to revise the document amount ?

Yes Ho

The user has the option of revising the document amount or proceeding without making
an adjustment. Once the appropriate changes are made and the Save option is selected,
the following display will confirm the save action:

These changes have been made in the PRELOG as DRAFTSYPMCO0050 - 0.

Click on OK to complete the save activity.

Other options available while viewing a document (Figure 6-6) are:

return to the previous screen

delete the current form

forward form to Inlog for Budget Analyst to review

review reason(s) for rejection of form (activated only when formis

rejected from Inlog)

review historical action data on document or, if authorized,
approve this document’s FAR
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produce hardcopy of information on the appropriate form

6.3.1.2 CREATING A NEW BASIC FORM OR AMENDING AN EXISTING FORM

Select WINEW from the Prelog Draft Documents screen (Figure 6-5) to create a New
Basic form or Amend an existing form. The next screen prompts the user to select
between creating a new basic form or amending an existing document (Figure 6-8).

mMaline Corps - FIMS =] ]

ﬂ Branch: [ai T & PMC " R+D
@ |New Basic:|
& WR (Work Request]
" RC [RCP)
 MP [MIPR)

" PO (Purchase Order)

> New Amendment:
Document Number:

| oK I | Cancel I

Figure 6-8: New Form Dialog Box

The Branch designator (O&M, PMC or R&D) is automatically marked based on your
password. If New Basic is chosen, the user is required to select one of the six forms
listed, click on OK, and the appropriate blank form will appear (Figure 6-9).
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mMaline Corps - FIMS =S

Document Number : |:| Amendment Number : E

Activity Code : Attention :
I i

:
Completion : [IEFS0%98)  Funds Expire : [[3230299) Consulting Services :[H -
Budget POC : [ T

Technical POC : [ ]
Authorizing Official: [T TEETANC, D PHC BUDGET BRANCE |

Appropriation : I:l Subhead : |:|

RCN : |:| PM: |:| Total Document Amount © | $0.00]
Funds Source Line of Accounting Amount

A 031 00701 0O 000027 20 0ooooo i} g0.00 _‘l Add

Eeenaaa S e e St Edi

Srtemsiny s e s e s e b it

e i

e e i

e et e Delot

Cancel || Sawve || Delete || Submit I|Eejectil:|n| |gppmve|| Print I

Figure 6-9: New Blank Form

Table 6-2 contains information regarding entry fields on aform.

Table 6-2 : Form Field Description

Fields

Description

Document Number Unigue tracking number assigned by the system.

Amendment Number

| dentifies the number of revisions made to the document.

Activity Code | dentifies the addressee; created by DFM Budget Analyst.
Attention Office code and/or Point of Contact of Addressee.
Change (Chg) Change the default attention line

Completion Date action is to be completed.

Funds Expire Expiration date of funds used.

Consulting Services

Contractor Consulting Services are used.

A trueffalsefidld, that defaults to false. Identifies whether

Budget POC Drop down list with DFM analysts.

Technical POC Name and phone # of Project Officer or other point of
contact.

Authorizing Officia Official with Signature Authority.

Clicking on in the Funds Source, Line of Accounting box yields the funding and

accounting dialog box (Figure 6-10).
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Source of Funds

Appropnation ;1771105

RN - A -

Subhead : 4404 Available $ : $0.00

PM: C2 Bl

Line of Accounting

ACRM : A4

Amount :  [EEESE00

% Standard (i

" Custom

Object Class BCN SA

AdA TT PAA Cosgt Code
EDFOTN 0 [OCDZFN @20 [OOODOOW 400540000024

Figure 6-

| Save I | Cancel I

10: Funding & Accounting Dialog Box

Table 6-3 describes entries in the Funds Source, Line of Accounting fields.

Table 6-3: Accounting Field Descriptions

Fields Description

Appropriation Official with Signature Authority.

Subhead | dentifies the administering office and the budget program.

Available Provides remaining balance of funds for awork center.
Computed as funds authorized |ess funds committed.

RCN | dentifies the Resource Control Number providing funds

PM | dentifies the Program Manager

ACRN Accounting Classification Reference Number, assigned as a
prefix in sequential order (AA, AB, etc.) to uniquely identify
multiple lines of appropriation data present on the source
document.

Amount $$ amount of the document.

Object Class Classifies financid transactionsin terms of the nature of the
services or articles for which obligations are incurred.

BCN Bureau Control Number - Identifies the Operating Budget
(OPBUD) holder of the funds.

SA Suballotment Number - Identifies centrally managed
operating budget (CMOB) administered at HOMC. Unless
funds come from a HQMC controlled CMOB, thisis zero
filled.
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AAA Authorized Accounting Activity - Identifies the activity
responsibility and authorized to perform accounting
functions for the BCN/OPBUD. For MARCORSY SCOM,
itisHQMC, 000027.

TT Transaction Type Code - Used for travel to classify
payments/recel pts as to category.
PAA Plant Accounting Activity - Used for TAD documents or

Plant Property equipment purchases. For all other
documents, should be zero filled.

Cost Code Locally assigned code utilizing last 12 digits of the
Document Number.

Fill in the appropriate information and select Thiswill assign a draft number to
the document and add it to the Prelog document list.

Thiz Document haz been added tothe PRELOG az DRAFT37PRCO0045E - 0.

Click on OK to continue.

When the document is ready to be reviewed by a budget analyst for approval, highlight its
draft number from the Prelog document list, select to access its contents, and click
on the] MMM button located along the bottom of the form. The document will be sent

to the Inlog for review by the budget analyst. The following message will be displayed to
confirm this action:

Thiz document will be zaved in the INLOG as DRAFTS7PRMCO004E.

If an amendment to a signed document is required, click on [N liga8 from the New
Form Dialog Box (Figure), enter the signed document number including amendment
number, if not an initial document, and click on OK. If the document exists, it will be
displayed on screen where amendments can be initiated. 1f a non-signed document
number is entered, the following display will appear:
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[x]

& The basic is cumently inlogged. Can't prelog another.

1] 4 |

This display isinforming the user that the document requested is till in Inlog and has not
yet been signed. Amendments cannot be made to the document at this time.

6.3.1.3 RETURNED DOCUMENTS

Once a document is submitted for review and approval consideration (going from Prelog
to Inlog), the reviewer (budget analyst) has the option of editing minor deficiencies before
approving the FAR, or to reject the entire document back to the Prelog, with an
explanation. If regjected, the document will be sent back to Prelog and when it’s viewed,
will be marked RETURNED in the upper left corner of the document. Click on the
button and the reviewer’ s reason(s) for rejecting the form will appear in abox
on the bottom of the form (Figure 6-11).

mMarine Corps - FIMS =1 S

Document Number : [DEAFTS7FPHC00024]  Amendment Number - [ (0]
Activity Code : Attention :

. .
Completion : _ Funds Expire : _ Consulting Services :.
Budget POC :  [HARTENHARTINEZ|DSHIMEE=T 10 |

Technical POC : [ RNV EMIEDII
Authorizing Official : [N BROT SR

Appropriation - |1771109 Subhead : [4404

RCN : [140054 PM: Total Document Amount : | $11.110.00]
Funds Source Line of Accounting Amount
140064 43 031 20701 0 000027 ZD 000000 400640000024 z5,5585.00 _*I Add
140064 Ah 031 20701 0 000027 20 000000 400640000024 £5,555.00 Edit 1
v s e s e I
D e s e
... . ST

Reason for rejecting this document:
#_fl
/ = Quit |

Figure 6-11: Form Returned Reason(s)

The deficiency noted in the box needs to be corrected before re-submitting back to Inlog.
Once corrected and re-submitted, the following message will appear:
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[x]

Make sure any rejection reasons have been addressed before
resubmitting. Continue with submission?

Yes Ho

Click on Yesto re-submit to Inlog for further review or No to abort.

6.3.2 MANAGE WORKING DOCUMENTS IN THE INLOG

Click on BYERELERW o] aleinleleil a1 cRTaR a R IN|MOI€R and a list of all documentsin
Inlog is displayed (Figure 6-12).

mMaline Corps - FIMS ===
FEE PROCUREMENT BRAMCH (PMC> 3w ¥ AL
vd, 28 FIMAMCIAL INMFORMATION MAMAGEMEMT SYSTEM FY 97
04g g q Do g

Doc NHumber Amount RCH Received |On Hold |+
M2545897MP74338-8 £1,250,800.80 ;144368 : 86 25/97 F
M2545897RC76022-2 545,8060.80 868933 : A6 25797 F
M9545897RC76114-8 531.,884.80 868933 : 86 25797 F
M95453897RC76115-8 £46,797.600: 868933 06 25,97 F
M95453897RC76116-8 £35,826.00: 868933 06 725,97 F
M2545897RC76117-8 $88,272.88 868933 : A6 25797 F
M2545897RC76118-8 £187,.121.88 ;868933 8625797 F
M92545897UR74339-8 525,.000.080 148834 8625797 F
M95453897MP73012-2 529,088.00 835481 86-19-97 F
M95453897RC7A221-2 5—4,892.080 844197 i 86,719,997 F
M2545897RC74331-8 £1,500,0800.80 : 843638 : A6 19797 F
M9545897RC74327-8 £199.08683.80 141844 861897 F
M9545897RC72819-8 51.,142,.888.80 822591 : 8612797 F
M95453897UR74676-1 59.00 ;148875 86-18-97 T
M9545897UR74321-8 58.00 148875 861897 F -
+] +

View Hew Locate Quit

Figure 6-12: Inlog Document L.ist

® Documents listed as Drafts have not yet been officially reviewed by the budget
analyst. In order to have the system assign a document number, the reviewer is
required to view the document, enter the edit mode and save changes (even
though no changes may have been made). Once the save button is selected
(from the edit mode), the system will automatically assign a document number
to the draft form.

6.3.2.1 VIEWING, LOCATING AND EDITING EXISTING DOCUMENTS
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To look at the contents of a particular document, highlight the document’ s number and
click on thel\¥laM button. To highlight a document number, use the up or down arrow
key and move the cursor to a selection or, using the mouse, click on aselection. To find a
particular document from along list of documents, click the button and enter the
document’ s last four digits and amendment number in the prompt box and press the Enter

key.

Document to be located : -

If the document exists, its number will be highlighted. To look at the document, click the
button and the form will be displayed (Figure 6-13).

m Marine Corps - FIMS

RECP - Bequest For Contractual Procurement

Document Mumber : [HE545097EC76114 Amendment Number : [ 0]

Activity Code : Attention :
cTa ~| v.ToLan =
Completion : [IEXE0Z97) Funds Expire - [DEZa0207)|

Advanced : . Priority : - Consulting Services - .

Budget POC : [TERRV L. WATKER (2ve-2adiy ]
Tochnical POC : [P, CSLE (4. HARLOV @ DN 270-1787. w763 |
Transportation Allotment : [HERTHENCORESNEILLETTHNE 1IN REEERS |
Authorizing Dfficial : G.w PapRS, 0]

Appropration - [1771109 Subhead : |E533

RCN : [0E5332 PM: Total Document Amount = | $31.084.00]
Funds Source Line of Accounting Amount
065933 44 031 00701 O Q00027 20 000000 659330076114 531,054, 00 _*l Add

T
e
e
.

Quit | [ Edit | | Delete | [ Return | | Commit| | Hold | [ Print |

Figure 6-13: Inlog Form Display

The following options are available while working with a document in Inlog (located along
bottom of form):

Quit return to the previous screen

change entries in data fields; assign document number to draft

m
o
=

forms
Delete delete the current form
Reject reject document back to Prelog
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“approve’ and “sign” the funding action request

place the document on hold, primarily due to lack of sufficient
funds

produce a hardcopy of information on the appropriate form

6.3.2.1.1 EDITING A DOCUMENT

To edit a document, select thel=lslig button (bottom of form) and the fields in the upper
half of the form can now be changed. While in the edit mode, the option buttons will
change. You'll only be able to Cancel or Save any changes you make (Figure 6-14).

mMaline Corps - FIMS =S
Document Number : [M9545097RC76114] Amendment Number - [ 0] Approvals
Activity Code : Attention :
cTQ j V. TOLAN j Remarks
Completion : [I8Za0700)] Funds Expire : [IEZ8020%]

Advanced : [E] Prioity : [I3000] Consulting Services : i3]

Budget POC - [FEREY T VAIEER (7505iTy
Technical POC [P CSTE™ (3. NARTOV 8 DoN 27-1257 52657 ]
Transportation Allotment : [HARIHENCORESVEILLETTHNSETINREEERES | Copy To
Authorizing Official - G w. PaRks. ]

Appropriation - |1771105 Subhead : [5533

RCN : [0E3333 PH: Total Document Amount : | $31.084.00]
Funds Source Line of Accounting Amount
065933 A4 031 00701 0 Q00027 20 000000 689330076114 §3l,084.00 _'l Add

N S R e R R R R S N R S R B S
e e e R
e et e e e e e
e e
o

Qam:ell | Save! | |Qe|ete| |Beturn| |Qommit| | Hold I | Print I

Figure 6-14: Inlog Edit Mode

® If this is a draft document, clicking on the Save button will display a document
number which the system will assign to this document.

Enter a Unigue DPocument Humber

The user has the option of accepting or changing this number. To accept, press
the Enter key or change the number and press Enter. The following message
will be displayed.
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Areyou sure this is the right document number? M3545096RCET023

Click on the Yes button to continue or No to abort. If Yes is selected the
following will be displayed.

These changes hawe been made in the INLOG as MI545036RCE10235 - 0.

Ok |

The draft document is now assigned a basic document number which will be
used throughout the process. Click the OK button continue.

Clicking the =s[i#ll button in the Funds Source, Line of Accounting box activates the
funding and accounting dialog box, where changes to these fields can be made
(Figure 6-15).

Line of Accounting »

Source of Funds

Appropnation : 1771104 Subhead : £593 Available % : $1.110,112.06
Ron : WBEEE | PM: 55 g

Line of Accounting

ACHN : A%

Amount :  [INEET0EA00

Object Claszs BCN SA AAA TT PAA Cost Code
% Standard 030 [OFOON 0 OO0O29N 20 OOOOOOM Ge9c007E114

" Custom

| Save I | Cancel I

Figure 6-15 : Accounting Edit Display

While in the edit mode, tab through the various fields and change their values as required.
If any changes conflict with established parameters (e.g., s funding limits), an
appropriate message will be displayed after clicking the mgutton. You'll need to
resolve this conflict before the system will continue with the save activity. After all
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changes have been made and conflicts resolved (if any), click update this
document or to retain the original values (all changes made since the last save
will beignored). Entriesin certain fields are mandatory before the system will allow
changesto be saved. If left blank, the system will prompt the user for an entry. If you
save the document, a message will appear asking whether changes should be saved.

@ Sawve changes?

Click Yesto continue or No to abort. If Yesis selected, a change confirmation box is
displayed informing the user of actions taken. Click the OK button to continue.

These changes hawe been made in the INLOG as MI545036RCE10235 - 0.

Ok |

6.3.2.1.2 DELETING OR REJECTING A DOCUMENT

To delete the form being viewed, click on the button and the following message
will be displayed.

[x]

@ Delete this document?

Yes | Ho |

Click on Yesto delete the current form or No to cancel the delete activity. If Yesis
selected, another message will ask if you're sure.

@ Are you sure ?
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Clicking the Y es button will finally delete the form and display the final message. Click
OK to continue.

& This document has been deleted fram INLOG.

(0] 9 |

To reject aform back to Prelog, click on the [[u1gy button and a narrative box will
appear at the bottom of the form (Figure 6-16).

mMaline Corps - FIMS =S

X
Document Number : [H9545097RC76114] Amendment Mumber : [ 0] Approvals
Activity Code : Attention :
o f | v.ToLAN =
Completion : [IEFS0Z G2 Funds Expire : [D92a0290)
Advanced : [B] Priority : [I8000] Consulting Services : i3]
Budget POC - [TERRY T WALKER (278-2341) ] Shipping
Technical POC : [P CSIE (A WARLOU 8 TGN 270-1267, w263( |
Transportation Allotment : [HERTNE CORES BULTETIN 4610 REEERSIL ] Lopy To
Authorizing Dfficial - G W PaRES, ]
Appropriation - 1771103 Subhead : |5552
RCN : [052333 PM: Total Document Amount : | $31.084.00]
Funds Source Line of Accounting Amount
068933 43 031 00701 0O 000027 2D 000000 639330076114 £31,0584.00 Add
= - = - '
Rt el e !
e
S e e Delet
e elete
Reaszon for rejecting this document: 5
Ji| Beject to Prelog
/ | Buit

Figure 6-16 : Return Narrative Box

The reviewer cites reasons why the document is being rejected in this box. After entering
the appropriate information, click thbutton and the form will be
removed from the Inlog working documents list and return to Prelog for further
processing.

6.3.2.1.3 COMMITTING OR PLACING A DOCUMENT ON HOLD

Once a document has been reviewed and the analyst is satisfied with the information, it's
roved (signed) and the funds are committed. To accomplish this, click on the
button (from Figure 6-13), and the following message will be displayed:
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Yes | Ho

[x]

@ Commit thiz document ?

Click on Yesto continue or No to abort the Commit activity. If Yesis selected, another

confirmation message is displayed:

@ Are you sure ?

[x]

Again, select Yesto continue or No to abort. Thisiteration of confirmation messages
provides the user several opportunities to abort the Commit activity. If Yesis selected,
another message will appear saying that the document has been committed. It will now be
sent to either the signed non-travel or travel document file for further tracking and

processing.

In certain cases, an analyst may elect to place a document on hold due to lack of sufficient
funding or other circumstances deemed appropriate by the analyst. To exercise this

option, click on the

[EIl:on (Figure 6-13) and the following message will appear:

@ Would you like to putthis document on hold?

Click the Y es button to continue or No to abort this activity.

Clicking Yeswill display the following message.
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Hold status has changed!

K. |

This indicates that the document’ s hold status has changed. If the document was
previoudy not on Hold status, it isnow. If it was previoudy on Hold status, it has now
been released. Click on the OK button and the document will be placed on Hold (Figure

6-17).

=]

ON HOLD Document Number - [5545097RC76114]  Amendment Number - [ 0]

/ Activity Code : Attention :
cTa | v.ToLAN =
Completion : _ Funds Expire : _

Advanced : [E] Priority - [1E2000] Consulting Services : .

BudgetPOC: [TERRY 1. WALKER (27g-gdd1y |
Technical POC : [P CGLE (4. HARLOU @ DoN 276-4207. w263( ]
Transportation Allotment : [HERINENCORESNEILLETTHNS 6T 0N REEERS |
Authorizing Dfficial - G v PaRks, 000 ]

Approvals

Remarks

Copy To

Appropriation - [1771109 Subhead : (5533

RCH : [0EE533 PH: Total Document Amount : | $21.084.00]

Funds Source Line of Accounting Amount
068933 AL 031 00701 0 000027 2D 000000 689330076114 §31,084.00 Add
e s s ;
e e e e e E dit
e s e s s e

e e
. . et

ouit | [ Edit | [ Delete | | Return | [ Commit] [ Hoid: | [ Print |

Figure 6-17: On Hold Status

The document has been marked ON HOLD in the upper left corner. Notice that the

Commit button has been disabled. No commit activity can take place while the document

is On Hold.

® In some cases, a document may automatically be placed On Hold by the system

due to insufficient funds

To release a document from hold, click the button and the following message will

appear.
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[x]

@ Would you like to release thiz document off hold?

Yes | Ho |

Click the Y es button and the status change message will appear:

x|

Hold ztatusz has changed!

(114 |

The form will now be released from hold. Click on the OK button to continue.
Confirmation of this action can be made by viewing the document and noting that the ON
HOLD marker is gone.

6.3.2.1.4 PRINTING A DOCUMENT

® Only WR, RC, PO and MP forms can be printed.

To print the current form, click on the-button and the form will be printed. The
system will provide an indication that it is printing through a dialog box for each page of
the form as that page is printing. This process will produce the official DoD documents.
The Inlog is the only point in the document management process that will produce the
official DoD document. The process of printing in the Inlog will also transfer the
document's information to the FormFow application. The document information will be
stored in the FormFlow data structures located in the FIM S application directory.
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6.3.2.2 CREATING A NEW BASIC FORM OR AMENDING AN EXISTING DOCUMENT

From the Inlog Document List display (Figure 6-12), select and click on
| Basic |y in the next display (Figure 6-18). Default selection is New Basic.

mMarine Corps - FIMS =1 S
H Branch: ' Os+M = PMC  R+D
®
& WR [Work Request)
¢ RC [RCP)
" MP [MIPR)

" PO [Purchaze Drder)
" 10 [Travel Order)
" MS [MILSTRIP]

3 New Amendment:
Document Number:

Figure 6-18: Inlog New Form Selection

=]

K I | gancel I

The Branch designator (O& M, PMC or R&D) is marked according to your login
password. If is selected, the user is required to choose a form from the list of
six. Click in the circle to the | eft of the form desired and select OK. The requested blank
form will be displayed (Figure 6-19).
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mMaline Corps - FIMS ==
Document Mumber : |:| Amendment HNumber : E

Activity Code - Attention :
I H

_
Completion : [DEZG0ZS9) Funds Expire : [I82802000] Consulting Services -

Budget POC ;[
Technical POC - [T ]
Authorizing Official [T F. TEPLANC. HD FHC EUDGET ERANCH |

Appropriation : I:l Subhead : I:l

RCN: [ ] PM: [ |  Total Document Amount : | $0.00]
Funds Source Line of Accounting Amount
A4 031 00701 O 000027 20 000000 fu]u] z0.00 _*I Add
S Sodaannsind e Edit
i S
s SrnimaE e e
SR SHme R Delete

Qﬁncell | Save | |Qe|ete| |Beturn| |Qummit| | Hold | | Print |

Figure 6-19: New Blank Form

Tab through the different fields and make the appropriate entries. Certain fields provide a
drop down list to select from. These fields are identified by a down arrow head icon
located to the right of the datafield box. To view thislist, click on theicon or leave a
field blank and press the Enter key. Thelist will contain default values for related fields as
well. Once al entries have been made, click the  JEJJilliton to retain all entries, or
to abort all entries made to the current form. Canceling changes will display the
following message.

. H

@ Disregard changes?

“es | Mo |

Click Yesto cancel changes or No to return to the form.

If is selected and there are no conflicts with established parameters, the system will
display a document number it will assign to the new form.

Enter a Unigue DPocument Humber
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The user has the option of either accepting this number by pressing the Enter key, or
changing the number before pressing the Enter key. To change the number, place the
cursor anywhere in the number field and click once with the left mouse button. Then,
using the right/left arrow keys, move the cursor to the left of the character/number to be
replaced, press the Delete key, and enter a new character/number. After pressing the
Enter key, the following message will confirm the completion of this action.

These changes hawe been made in the INLOG as MI545036RCE10235 - 0.

Ok |

Click on the OK button to continue.

If an amendment to a signed/committed document is required, click on
(Figure 6-18), enter the signed document number, and click the OK button. The
amendment number will automatically be incremented. If the document exists, it will be
displayed on screen where amendments can be made. Once changes are complete, save
the document. If an invalid document number is entered, the following message will be
displayed on screen.

& Mo commited document with this number found or document has been

canceled.
(0] |

Click the OK button and the user will be given another opportunity to enter a document
number.

@ Try Again?

Betry | Cancel |

Select to enter another document number or[[SEIIEY to abort.

The other options, Approvals, Remarks, Items, Delivery, Shipping and Copy To (right
side of form) are identical to the descriptions cited in section 6.3.1.1.
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6.3.3 MANAGE SIGNED NON-TRAVEL DOCUMENTS

Click on@VETaETe RS [s[alTo M\ [o] s BY W=\ WBTelel¥ ][I ) and a list of all non-travel documents

isdisplayed (Figure 6-20).

mMaline Corps - FIMS

Sianed Hon-Travel Documents
Comnitted

Obligated

M2545897WUR76187-8
M3545897WUR761802-8

5$311.642.
58,248 .

M3545897UR76098-8

51.528.

M25345897UR76698-1

£892.

M25458927UR76092-8

575,488,

M2545897UR766091-8

537,2088.

M3545897UR76088 -8

517.433.

M25345897UR76085-8

$28.998.

M25345897UR76084-8

54,3584,

M25458927UR76084-1

53,.138.

M3545897UR76083 -8

54,948 .

MI545897UR76877 -8

*38.4408.

M25345897UR76064-8

386,088 .

M25458927UR76068 -8

546,358,

DRI oD DD R DID0, 0

M2545897UR76068 -1

8.

[ view | [ auit |
Figure 6-20: Signed Non-Travel Document List

6.3.3.1 VIEWING AND LOCATING A DOCUMENT

To view adocument, highlight the document number and click on the [VilSllbutton. To
locate a document in along list, click on enter the document’ s last four digits
and amendment number (default is the basic document), and press the Enter key. If the
document exists on this list, its number will be highlighted. Click on display the

form on screen (Figure 6-21). If it doesn't exist, a message stating the sameis

momentarily displayed in the upper right corner of the screen.
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mMaline Corps - FIMS =S
WR - Work Request

Document Number : 354500776107 Amendment Number - [ 0]

Activity Code : Attention :
MCLB BARSTOW  ~| B881/4 =

Completion : _ Funds Expire :_ Conszulting Services :.

Budget POC :  ERRYIE ATRERZ7E=ZTy
Technical POC : [F- CSLE (R ROBERTSON @ DoN 276-2242.%242] |
Authorizing Official : [T PARKST

Appropriation - |1771105 Subhead : [5723

RCN : [0E7231 PH: Total Document Amount : | £311.642.00]
Funds Source Line of Accounting Amount
067231 4a 031 00701 0 000027 2D 000000 £72310076107 §311,642.00 Ji| Add
Rl e E dit
L e
e s
- Delete
s |

Quit I |QﬁnceIDnc| | Obligate I |Cnnfirmﬂeg| | Print I

Figure 6-21: Signed Non-Travel Document

The following options are available while in the view mode and are summarized below.

cancel basic document and all amendments which haven't
had funds obligated yet, or de-obligate funds first and cancel
document
plus funds down or up as they are obligated or de-obligated
Confirm Neg Amnd identify whether a negative amendment has been confirmed
produce a hardcopy of the current form
6-30 25 July 1997
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6.3.3.1.1 CANCELING A DOCUMENT

® Only forms which have not yet been obligated can be canceled.

To cancel the form being viewed, click on the SEIealBlge button, and the following
message is displayed.

Fejectthis document 7

“'as | Mo |

Click Yesto continue and the following message will appear on screen.

Areyou sure 7

iz | (& [u] |

To continue with the cancel activity, select Y es and the following is displayed.

Fejectthe Basic and all its amendments 7

as | Mo |

Click on the Y es button to cancel the current document or No to abort.
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If the form has already been obligated, it can’t be canceled. The following message will be
displayed.

This dacument has been ohligated already.

DK |

Click on OK to abort canceling this document.

6.3.3.1.2 OBLIGATING A DOCUMENT

To obligate a WR or PO form (this section will use the WR form, but it also applies to
PO forms), select a WR document from the Signed Non-Travel Document list (Figure 6-
20) and View its contents (Figure 6-22).

mMarine Corps - FIMS
WR-Work Request

Document Number : [[i95450597UE76102] Amendment Number : [ (0]

Activity Code : Attention :

NSWC INDIAN HEA =| CODE 021 INDIAN HEAD DIVISION =
Completion : _ Funds Expire : _ Consulting Services :.

Budget POC :  [FERRYI T ATNERIZ7E=Za
Technicol POC : [F_S5T (T HAIRFIELD 8 Dol 270-2670.¥229) |
Authorizing Official : [N FARES ]

Appropriation - |1771109 Subhead : [5445

RCN : [0E4453 PM: Total Document Amount : | $5.240.00]

Funds Source Line of Accounting Amount
064453 Ad 031 00701 0 000027 Z0 000000 44530076102 g8 ,240.00 H Add
e s s s s s s s e i
S . Bt
o s s e

e s
... - - @

Quit | |Qﬁnce| Dm:l | Obligate | |Cunfirm ﬂegl | Print |

Figure 6-22: WR Document
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Whilein the View mode, click the 3JJI eIt button located along the bottom of the form
and the following message will appear.

@ Dhligate this document?

Yes | Mo |

Click on Yesto continue and the following message will display.

@ Areyou sure 7

e | & (=} |

Again, click Yesto continue and the next screen will display the amount to be obligated,
which is the entire committed amount, and can’'t be changed (Figure 6-23).

mMaline Corps - FIMS =] ]

Document Mumber - [H5545097R76102  Amendment Number - [ 0]
Activity Code - Attention :

NSWC INDIAN HEA =| CODE 021 INDIAN HEAD DIVISION =
Completion : [A8Za0-97] Funds Expire : [I8Z302 92 Consulting S ervices B

Budget POC -  [TERRY T ATER(Z7EESITI
Technicol POC [P SST (T HAIRETELD @ Dol 270-2870 %2231 |
Authorizing Official: [T FARES I

Appropriation - 1771105 Subhead : |£445
RCH : 054453 PM: Total Document Amount : | $8.240,00]

Funds Source Line of Accounting Amount

054453 a3 031 00701 0O 000027 2D 000000 644530076102 58,240, 00 5| Add
e = e g
it - Edit
ey o
el e o Eees
S SERIn SRR St Delete
Sl

] [mo |

Amount to obligate: [ __» $8.240.00] | es:

Figure 6-23: Obligation Amount

To accept and continue, click the Y es button and a date of obligation will be requested
(Figure 6-24). Default isthe current date.
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mh'laline Corps - FIMS =

Document Number - [H95450097WR76102 Amendment Number : [ 0]

Activity Code : Attention : Approvals
HSWC INDIAN HEAj CODE 021 INDIAN HEAD DIVISION j

_
Completion : _ Funds Expire : _ Consulting Services :. _

Budget POC -  [[EREYIEINATRER(Z e
Technical POC : [Pl 55T (T FATRFTELD @ DSN 2782874 %223] ]
Authoricing Official - (SN PARKS I

Appropriation - [17711059 Subhead : (5445

RCH : 054453 PM: Total Document Amount - | $8,24D.DD|
Funds Source Line of Accounting Amount
054453 43 031 00701 0 000027 2D 000000 644530076102 55,240.00 .LI Add

N B S N e PR S R SR K B N R B R R S DN B R SR
B e s e e e

e e E dit
Sramans e e e e s e
G e e e
S e
e s e

Date Obligated: [[Z1A97200 | Yes I | Ho |
Figure 6-24: Obligation Date

To accept the default, click th button or change the date and select Yes. To abort,
click the button. After the Y es button is selected, the following message is displayed.

$500.00 has been ohligated for this document,

oK |

Click on OK to continue.

To obligate an MS document, select and view an MS form (Figure 6-25).
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ﬁMaline Corps - FIMS mEE
Document Mumber - [{E54C097HS7R00E  Amendment Mumber : [0
Activity Code : Attention :
(CODE 881-64)  ~| COMPTROLLER ~l Remarks

Fund Code : o Signal Code : [ Consulting Services : [B
Budget POC - [COFNIE VIDI (DSW 226-1130) ]
Technical POC : [ |
Authorizing Dfficial - [T. P TEBLANC. HD FPHC BUDGET ERANCH |

Appropriation - 1771105 Subhead : [1005

RCN : (010050 PM: Total Document Amount : | $1,000.00]
Funds Source Line of Accounting Amount
010050 A4 031 00701 0 000027 2D 000000 lO0SO007ROOS $1,000.00 2 4qq
e o
e e e e
..
S e )
Quit I |Qﬁnce| Ducl | Obligate | |Cunﬁrm ﬂegl | Print |

Figure 6-25: MILSTRIP Document

Click on the [®]s]i[sE1E=} button and the following message is displayed.

@ Dhligate this document?

Yes | Mo |

Clicking the Y es button will confirm your intentions.

@ Areyou sure 7

e | & (=} |

Select Yesand al MILSTRIP items are displayed (Figure 6-26).
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mMarine Corps - FIMS =1 S

Document Number : [{55450971S7R00E  Amendment Number - [ (0]
e

Activity Code : Attention -
(CODE 881-64)  =| COMPTROLLER #l
Items I

U SO - S T o | o e | — | o~ - o =
Item HSH Item No. Qty | Unit Price Total s
| | PENS 0120-12-450-0154:154545-7195-0R0L ;1000 $1.00 §1,000.00
3+
I :

Quit I |Qﬁnce| Dl:lcl Iéghligateél |Cnnfirmﬂeg| | Print I

Figure 6-26: MILSTRIP Items List

To edit an item, select that item (cursor down/up or point and click with the mouse) and
click the g®ls]lleE1eR button. The next display will allow the user to make changes to the
guantity and amount to obligate (Figure 6-27).

Obligate
Quantity previously obligated: a
Amount previously obligated: a.aa
Mew quantity to obligate:
Mew Amount to obligate:
| Save I |Cancel|

Figure 6-27: Modify MILSTRIP Items

Make the appropriate change(s) and click the button to return to the previous
screen. When done with al modifications, click the [FIRISellbutton and return to the
MS document (Figure 6-28).
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ﬁMaline Corps - FIMS ===

Document Mumber - [{E54C097HS7R00E  Amendment Mumber : [0
e

Activity Code : Attention :
(CODE 881-64) =] COMPTROLLER 5l
Fund Code : [

Signal Code : [ Consulting Services : [B
Budget POC : [CONNIE WIDI (DSW 226-1130) ]

Technical POC - [
Authorizing Official : [T.__E. LEBLANC, HD PMC EUDGET ERANCH ]

Appropriation @ 1771105 Subhead : [1005

RCN : [010050 PH: Total Document Amount : | £1.000.00]
Funds Source Line of Accounting Amount
010050 43 031 00701 0O 000027 20 000000 10050007RE003 21,000.00 _‘I Add
e e S S DD D D S S T —
s e DE
R e e e e e e e e e e
R
.. OO0 Detete
e o B

Amount to obligate: |

- $0.00]

Figure 6-28: Obligated Funds

The amount to be obligated is displayed and includes the total of all MILSTRIP items.
Select Yesto continue or No to abort the obligate activity. The next display will ask for
an obligation date (Figure 6-29).

ﬁMarine Corps - FIMS

Document Number : [{55450971S7R00E  Amendment Number - [ (0]
e

Activity Code : Attention -
(CODE 881-64)  =| COMPTROLLER #l

Fund Code : I Signal Code : [N Consulting Services : [B
Budget POC :  [CONNIE WIDT (DSH 226=1d30)
Technical POC - [
Authorizing Official - [T__ P TEELZNC, HD PHMC BUDGET BRANCH |

o
2
L
=
[-]

Appropriation - 17711039 Subhead : 1005

RCN : [070050 PM: Total Document Amount : | 41,000.00]
Funds Source Line of Accounting Amount
010050 Lk 031 00701 0 000027 2D 000000 10050007RO0G 51,000.00 2 a4
s s e
e s e e e e e
e s s s s s s s e it
e e e s e
. g

Date Obligated: _ | Yes I | HNo I
/Figure 6-29: Funds Obligation Date
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The default is the current date. Accept the default by clicking the button or change
the date and select Yes. After clicking on the Y es button, a confirmation message is
displayed.

$500.00 has been ohligated for this dacument,

oK |

To obligate an RC or MP document, (RC form used in this section, but identical steps
apply to MP forms), select an RC document and view its contents (Figure 6-30).

mMarine Corps - FIMS

RGP - Request For Gontractual Procuvement

Document Mumber : [{9545097RC74123  Amendment Number : [0
Activity Code - Attention :
NSHA =| LORI NELSON CM3 ROOM 802 =

Completion : [IEZa0-99 Funds Expire - [I0Za0209]

Advanced : [E] Priority : [l  Consulting Services : H
Pudget POC - [T B_WORRNZTECIZE 1176y
Technical POC : [(ETTE DAVIS (278-2825) |
Tianspostaton Alotnent - |FAFINE CORES BUETETTN 4510 BEFERS ]
Authorizing Official - [LORA M. MARTINEZ ]

Appropriation - 1771105 Subhead : 4404

RCN : [144035 PH: Total Document Amount : | $70,000.00]

Funds Source Line of Accounting Amount
144035 La 031 20701 0 000027 20 000000 440380074123 g70,000.00 _*I Add
S ety Se e Se e e Se e e S e e e e e,
R e e s e

Snldaaaaaial e

Edit
hammaa e e
D e s e
... . ST

Quit | |Qﬁnce| Dm:l | Obligate | |Cunfirmﬂegl | Print |

Figure 6-30: RC Document

Click th button and the following message is displayed.

@ Dhligate this document?

Yes | Mo |
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To continue, click on Yes and a confirmation message is displayed.

@ Areyou sure 7

e | & (=} |

Select Yesto continue and the system will ask for an amount to obligate (Figure 6-31).

mMaline Corps - FIMS =] ]

Document Number : [H9545097RC74123 Amendment Number : [0 Approvals

Activity Code : Attention : Remarks
NSMA =| LORINELSON CM3 ROOM 802 ~

Completion : [IEZE0ZS5 Funds Expire : [I8Za07 99
Advanced : [E] Priority : [ Consulting Services : [

Pudget POC - [FTHY B _WORRTE(E261126) ]

Technical POC | [(ETTH DAVIS (278-2605) |

Tianspostation Aloment - HAFINE CORPS BUTERTIN 4610 FEFERS-]

Authorizing Official - [LCRA M. MARTINEZ ]

Appropriation : 1771105 Subhead - (1404

RCN : [144033 PH: Total Document Amount : | $70,000.00]
Funds Source Line of Accounting Amount
144035 43 031 20701 O 000027 2D 000000 440350074123 70,000.00 _*I Add

e e e ShEam Edi
SERsE e e e FE it
e - —

e
- 5

=
e
Soiiann

Amount to obligate: [ I si00] | Yes | | No |
Figure 6-31: RC Funds to Obligate

Enter an amount to obligate and click the hgEy button. The next screen will ask for
information about the type of obligation document (Figure 6-32).
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ﬁMaline Corps - FIMS ===

Document Humber : [H9545097EC74123 Amendment Number : [_0]
Activity Code - Attention -
NSMA ~| LORI NELSON CM3 ROOM 802 E Hemarks

Completion : [IEFE0ZG9) Funds Expire : [DEZa0255

Advanced : [B] Priority - [l  Consulting Services : ]

Budget POC :  [KATHY B. MCKENZIE(42e=10d6) ]
Technical POC : [EETTHIDAVIS (2782645 )

Transportation Allotment : [HARTNE CORPS BULTETIN 4610 REFERS ]
Authorizing Dfficial - [LORA M. MARTINEZ |

Appropriation - 1771103 Subhead : 4404

RCN : [144028 PM: Total Document Amount : | $70,000.00]
Funds Source Line of Accounting Amount
144038 AL 031 20701 0 000027 20 000000 440350074123 £70,000,00 -'l Add

S B R S R e R R R R B B S S S D G K SRR
EEeaa e e

Eaa e e e E dit
e e e s
e s
. . g
=

Delivery Order Numher:-

Contract Number:
/—/y Maodification Number: [ No |

Figure 6-32: Obligation Information

Enter the appropriate information and click the I button to continue or to abort.
If Yesis selected, a confirmation of action taken is displayed.

$100.00 has been ohligated for this document,

oK |

Click on OK to continue.
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6.3.4 MANAGE SIGNED TRAVEL DOCUMENTS

Click on theg\EQELERSTs[alle ME e\ BBl llele] button and alist of these forms will be

displayed (Figure 6-33).

mMaline Corps - FIMS ==
3 ¥ 4 PROCUREMENT BRAMCH {PMCX» » ¥ 4
vd, 28 FIMANCIAL INFORMATION MAMAGEMEMT SYSTEM FY 97
d Dista avel Do
Doc Hus Perdien Trans L
M9345897TE7S812-8 5@8.88; S8.88
M95345897TE?SA12-1 56,000.88 S8.88
M9345897TE/SO11-8 £8.88 £8.08
M95345897TE7SA811-1 54,488 .88 8.08
M35345897TE74229-8 £7.115.88 £2,471.088
M2345897TE74173-8 52.086808.88 £2.000.88
M2345897TC76854-8 $686.88 5641 .88
M2345897TC74172-8 £275.88 $225.88
4 3
View Locate Quit

Figure 6-33: Signed Travel Document List

To view aform, select that document number and click on the button. To quickly
find a particular document in along list, click the button and enter the
document’ s last four digits and amendment number in the locate box.

Document to be located : -
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If the document exists, it will be displayed (Figure 6-34). If it doesn’'t, the user will be
informed that the document does not exist.

mMaline Corps - FIMS =] ]
TO0 - Tvavel Dvdey

Document Humber - [H3545097TE75012 Amendment Mumber : [ 1]

Person Traveling : _ Category : Enli=ted j
State - [IE) Mumber of Days : [N20]

D ate to Proceed by : [D2-17-97]

Required Liquidation Date :_

Liquidation :[E] Date of Liquidation : [N

Appropriation : 17711039 Subhead : |5550

RCN : [05E122 PM: Total Document Amount : | $0.00]
Funds Source Line of Accounting Amount
056122 AL 021 00701 O 000027 2D 775012 S61Z2007501z2 z0.00 _*I Add
e
Saann T Edit
e G
e
- )
Quit I I_Qancel Dl:lc:l Obligate I |C|:|nfirm ﬂegl | Print I

Figure 6-34: Signed Travel Document

® Since funds for travel documents are obligated when committed, the [@]e][[sfAL]
button, in most cases, will be disabled. If it’s enabled, clicking on it will result
in a message saying that the document has already been obligated

6.3.4.1 CANCELING A DOCUMENT

To cancel the form being viewed, click the SEIe bl button and several messages will
appear on screen asking for confirmation to continue. Select Y es from these messages to
continue or No to abort. If Yesis selected, the form will be deleted.

6.3.4.2 PRINTING A DOCUMENT

Click the button to generate a report reflecting information contained in the
document being viewed.

6.4 FUNDING MANAGEMENT

When this option is selected, the Funding Management Menu is displayed (Figure 6-35).
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mMaline Corps - FIMS

PROCUREMENT BRAMCH (PMC)
FINANCIAL IMFORMATION MAMAGEMENT SYSTEM

FUNDING MAHAGEMENT

Transfer Funds
Budget Activities
Subheads
PH Codes
Field Activities

Exit

Figure 6-35: Funding Management Menu

The six options available in this menu are summarized below:

Modify Funding edit funding source detail for an RCN, create
anew RCN or delete an RCN

Transfer Funds between RCNs
Budget Activities add, modify, view or delete a budget activity
Subheads add, modify, view or delete a subhead

PM Codes add, modify, view or delete a PM

Field Activities add, modify, view or delete an activity
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6.4.1 MODIFY FUNDING

Click on the Q\¥ele[i\YARIalellgle} button and an RCN funding list and associated datais
displayed (Figure 6-36).

mh'laline Corps - FIM5

PROCUREMENT BRAMCH (PMC)
FIMAHCIAL INFORMATION MAMAGEMENT SYSTEM

REH Funding List

| _RCH | PN Code | Deseription | CPL [Allot | RCH Amounc

Jloroos1

Figure 6-36: RCN Funding List

6.4.1.1 MODIFY FUNDING

To modify funding for aparticular RCN, select that RCN from the list above and click on
the Q\VIele1\YARCIglellgle] button located along the bottom of the list. The form selected will
be displayed (Figure 6-37).
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mMarine Corps - FIMS

PROCUREMENT BRANCH (PMC)
FINANCIAL INFORMATION MAMAGEMENT SYSTEM

= D DI P
EDIT funding source detail

Subhead:
PM Code:
RCH:

Current funding: O c .. O Allotment ...
Amount of change:

Hew funding level:

RCH Description:
TAMCH:
SLLIN:

Cancel

Figure 6-37: RCN Funding Document

Tab through the various fields and change each value as required. If is selected
(click inthe circle to the left of CPL), the following will display.

GPLIHFD

DATE:

Fill in the appropriate information and click on the OK button. If AUfeligalIgifi s sel ected,
the following will be displayed.

ALLOTHEHT IHFD
Allotment : Date:

Allotment holder number:

Again, enter the appropriate information and click on OK to continue. Once all
information have been entered, click the [EENa button from the RCN Funding Document
display (Figure 6-37), and return to the RCN Funding list.

6.4.1.2 NEw RCN

To create anew RCN, click the NETAR®N] button and a blank form is displayed (Figure
6-38).
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mMarine Corps - FIMS

MCH (PMC>»
FINANCIAL IMFOR| AMAGEMENT SYSTEM

RCH Fundina List

3 D DT
EDIT funding souice detail

Subhead:
PM Code:
RCH:

Current funding: O c ) Allotment ...
Amount of change:

Hew funding level:

RCH Description:
TAMCH:
SLLIN:

Remarks:

Cancel

Figure 6-38: New RCN Funding Form

Tab through each field and enter the appropriate information. If either CPL or Allotment
is selected, another box will appear requesting additional information (see section
6.2.2.1.1). Once al data has been entered, click the [RE¥ button to create this new RCN
document and return to the RCN Funding list display.

6.4.1.3 DELETE AN RCN

To delete an RCN, select that RCN from the list and click the [BEECHR{®NR button. A
confirmation message will follow, identifying the action to be taken.

Delete RCMN: 011381 Phd: Ak

To continue, click the Y es button or No to abort. If there are documents still associated
with thisform’s funding, it can’'t be deleted. The following message will be displayed.

The funding source can NOT be deleted. There are documents which are

associated with it
(0] |

Click on OK to continue.
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6.4.1.4 FIND AN RCN

To locate a particular RCN in the list, click the Il Nx{®\Mbutton and enter the
requested information in the next screen.

If the document requested exists on the ligt, its first occurrence will be highlighted.

6.4.1.5 SAVE AND QUIT

To save all changes made during the current session and terminate the Modify Funding
activity, click on the button. The system will ask if areport is desired
before returning to the Funding Management main menu.

@ Do you want to create a report ?

Click on Yesto generate a report with the new changes made or No for the next screen.

6.4.1.6 CANCEL

To terminate a session without saving any changes, click the button and return to
the Funding Management main menu.

6.4.2 TRANSFER FUNDS

To transfer funds between RCNSs, click on the LU @ sleSlbutton and the system
will ask the user to identify a source and destination RCN and amount to transfer

m Marine Corps - FIMS |

PROCUREMENT BRAMCH (PMC2>
FINANCIAL INFORMATION MAMAGEMENT SYSTEM

TRANSFER FUMDS BETWEEM RCHNs
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mh'larine Corps - FIMS

PROCUREMENT BRAMCH (PMC)
FIMNAHNCIAL INFORMATION MAMAGEMENT SYSTEM

TRANSFER FUHDS BETWEEN RCHs

From RCH : 811481 - RIFLE TEAM AMMO
FUMDINMG : PM{AM) £184.8008.808 MAXIMUM TRANSFERABLE : $179.7668.088

To RCH : 8188538 - MNATIONAL GUARD AND RESERVE EQUIPMENT APPROPRIATIO
FUNDING : PM{RA} +956,0880,800.608

TRANSFER AMOUNT : % |

A drop list of choicesis available for the “From” and “To” fields. To view the drop lit,
leave the field blank and press the Enter key. Select a choice from the list and press the
Enter key again. Be sure to enter avalid amount in the “Transfer Amount” field. If not,
the following message will be displayed.

Inwvalid transfer walue, would you like to try again?

e (=}

Click on Yesto enter another value or No to abort.

6.4.3 BUDGET ACTIVITIES

To access this function, click on the button and the Budget Activity
menu will be displayed (Figure 6-39).

mMaline Corps - FIMS =] ]

PROCUREMENT BRANCH {(PMC)>
FINANCIAL INFORMATION MAMAGEMENT SY¥STEM

BUDGET ACTIUVITY MEHU

AR ey o

Figure 6-39: Budget Activity Menu
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6.4.3.1 ADD A NEwW BUDGET ACTIVITY

To accomplish this activity, click the Fae[olERNEWAITo (o[- @Xa V1A button and a blank
activity form is displayed with the fiscal year defaulted to the current year (Figure 6-40).

mHaline Corpz - FIMS =] B3

PROCUREMENT BRAMCH {PMC>
FINAMNCIAL INFORMATION MAMAGEMENT S3SY3TEM

ADD BUDGET ACTIVITY

Budget Activity: |
Fiscal Year:
Budget Activity description:

Figure 6-40: Blank Budget Activity Form

Tab through each field and enter the appropriate information. When complete, press the
Enter key and respond to each prompt witha*Y’ or ‘N’, as appropriate.

6.4.3.2 MODIFY DATA FOR A BUDGET ACTIVITY

To change datain a budget activity, click the Yilele[I\ABEW el gr-¥=1V(e (o[- WANe1 Y]

button and the system will ask for a budget activity to modify (Figure 6-41).

mMaline Corps - FIMS o =] B3

PROCUREMENT BRAMCH ({PMC)
FIMAHCIAL INFORMATION MAMAGEMENT SYSTEM

EDIT Budget Activitwy

Budget Activitw: |

Please enter Budget Activity to modify (leave blank to view choices?

Figure 6-41 : Modify Budget Activity

To view alist of budget activities, leave the field blank and press the Enter key. A drop
list will be displayed and a selection can be made from thislist. Once a selection is entered
and displayed, changes can be made (Figure 6-42).
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mMaline Corps - FIMS

PROCUREMENT BRAMCH {PMCX»
FIMANCIAL INFORMATION MAMAGEMEMT SYSTEM
EDIT Budget Activity
Budget Actiwvity:

Fiscal Year:
Budget Activity description:

Please edit as needed.

Figure 6-42: Editing a Budget Activity

After changes are made, press the Enter key and the system will confirm the correction
and ask if you want to save these corrections. Respond to the promptswitha ‘Y’ or ‘N’,
as appropriate. When the changes are finally saved, the system will display a message
saying the same.

6.4.3.3 DELETE A BUDGET ACTIVITY

Click on the IR CER=10 e [o[ @AWY button and the system will prompt you for a
budget activity to delete (Figure 6-43).

mMarine Corps - FIMS

PROCUREMENT BRANCH (PMC)
FIMNAHCIAL IHFORMATION MAMAGEMENT SYSTEM

DELETE Budget Actiwvity

Budget Activity: |

Please enter Budget Activity to delete {(leave blank to view choices)

Figure 6-43: Delete a Budget Activity

Enter the requested information or leave the field blank and press the Enter key to view a
list of budget activities. Once a selection is made and the information displayed, the
system will ask whether it should be deleted (Figure 6-44). Defaultis‘N’.
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mMarine Corps - FIMS

PROCUREMENT BRANCH (PMC)
FINAMCIAL INMFORMATIONM MAMAGEMENT SYSTEM

DELETE Budget fActivity
Budget Activity:
Fiscal Year: 1997

Budget Activity description:
WEAPONS & TRACKED COMBAT VEHICLES

Delete this Budget Activity ? |

Figure 6-44: Delete Confirmation

To continue with deleting this activity, typea ‘Y’ in the prompt box and it will be deleted.
To abort, smply press the Enter key.

6.4.3.4 VIEW AN EXISTING BUDGET ACTIVITY

To exercise this option, click the WARVEWR=(Silglef=1le s WNi\IYY button, enter the

activity number, press the Enter key and the information will be displayed. Another option
isto leave the field blank and press the Enter key for adrop list of possible choices. Make
aselection from the list, press the Enter key and information related to that choice will be
displayed (Figure 6-45).

mh'laline Corps - FIMS

PROCUREMENT BRAMCH (PMC>»
FINANCIAL INFORMATION MAMAGEMENT SYSTEM

UIEW Budget Actiwity

Budget Actiwvitu:
Fiscal Year: 1997
Budget Activity description:
AMMUNITION

View another ?|

Figure 6-45: View a Budget Activity

To view another budget activity, ssimply press the Enter key or changethe ‘Y’ in the
“View another 7’ prompt box to ‘N’ and terminate this session.
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6.4.4 SUBHEADS

Click on the [SIUeJaEELY bar and the Subhead menu will be displayed (Figure 6-46).

PROCUREMENT BRAMNCH (PMC)
FINAHCIAL INFORMATION MAMAGEMEHT SYSTEM

SUBHEAD MEHU
T T T

Modi fy» data for a SUBHEAD

Delete a SUBHEAD
View existinag SUBHEADs

Figure 6-46: Subhead Menu
6.4.4.1 ADD A NEW SUBHEAD

Click on the AXe[olEMNEASIBISISISVAND, button and a blank Subhead form is displayed
(Figure 6-47).

mHaline Corpz - FIMS =] B3

PROCUREMENT BRAMCH {PMC)
FINAMCIAL INFORMATION MANAGEMENT SYSTEM

ADD SUBHEAD

SUBHEAD: |

Appropriation:
Budget Activitwy:
Fiscal Year:

Subhead description:

Bureau Control Humber:
Budget Line Item:
Shopping List Line Item Mo:

Figure 6-47: Add Subhead Form

Fill in each field with the appropriate information and press the Enter key when done. The
Budget Activity field hasadrop list to select from. To seethisligt, leave the field blank
and press the Enter key. Make a selection from the list and continue entering data in the
other fields. After al the fields have been filled in and the Enter key pressed, the system
will prompt the user for confirmation of the data entered and ask if the new subhead
should be saved. If theresponseis‘Y’, amessage will display that the document has been
saved.
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6.4.4.2 MODIFY DATA FOR A SUBHEAD

To change the profile of a Subhead, click on the Vel lI\AeEIER (o] g-BS10]=12 | SVANBY button
and the system will ask for a Subhead to edit (Figure 6-48).

mMarine Corps - FIMS | _ O] x|

PROCUREMENT BRANCH (PMC)
FINAMCIAL INMFORMATIONM MAMAGEMENT SYSTEM

EDIT SUBHEAD

SUBHEAD: |

Please enter the SUBHEAD to modify {(leave blank to view choices)

Figure 6-48: Edit a Subhead

Enter the requested information or leave the field blank and press the Enter key to view a
drop list of choices (Figure 6-49).

mMaline Corps - FIMS
3 MW o PROCUREMENT BRAMCH {PMC)

vd, 28 FINAMCIAL INFORMATION MAMAGEMENT SYSTEM
Loading 3Subheads ...

SUBHEAD:

Please choose a SUBHEAD, ESC to exit without choosing.

Figure 6-49: Drop List of Choices

Make a selection from this list and press the Enter key. After the subhead is displayed, the
user can modify datain the various fields. When done, press the Enter key and the system
will prompt the user for a confirmation of the changes made and whether to save these
changes. If the user respondswith a*Y’ to both prompts, a message will then display
saying that the document has been saved.

Version 2.0 6-53 25 July 1997



Financial Information Management System PMC
Users’ Manual

6.4.4.3 DELETE A SUBHEAD

Click on the IaEIECERI]aCEll button and the system will prompt the user to enter a
subhead identifier to delete (Figure 6-50).

mMarine Corps - FIMS | _ O] x|

PROCUREMENT BRANCH (PMC)
FIMNAHCIAL IHFORMATION MAMAGEMENT SYSTEM

DELETE SUBHEAD

SUBHEAD:

Figure 6-50: Delete a Subhead

Enter the requested information or leave the field blank and press the Enter key for adrop
list of choicesto select from. After information about the subhead is displayed on screen,
the system will prompt the user twice for confirmation to continue with the delete activity.
Respond with a“Y’ to both prompts and the subhead will be del eted.

6.4.4.4 VIEW EXISTING SUBHEADS

Click on the BUEWVASIE T [sIS18I= g I=VAYBRY button and the system will prompt the user to
identify a Subhead to view (Figure 6-51).

mMaline Corps - FIMS

MCH < PMC)
FINANCIAL IMFORMATION MAMAGEMENT SYSTEM

VIEW SUBHEAD

SUBHEAD:

Please enter SUBHEAD to view (leave blank to view choices)

Figure 6-51: View a Subhead
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Enter the requested information and press the Enter key or leave the field blank and press
the Enter key to view adrop list of choices. After entering a Subhead identifier, the
information related to that Subhead is displayed (Figure 6-52).

mh'laline Corps - FIMS

PROCUREMENT BRANCH (PMC)
FINANCIAL INFORMATION MANAGEMENT SYSTEM

UIEW SUBHEAD

SUBHEAD:
Appropriation: 1771189
Budget Activity: 1
Fiscal Year: 1997
Subhead description:
68MM HE. ALL TYPES
Bureau Control Mumber: 88781
Budget Line Item: 183888
Shopping List Line Item NHo: 886886

Wiew another 7 |

Figure 6-52: Subhead Information

To view information on another Subhead, ensurea ‘Y’ isin the “View another 7’ prompt
box and press the Enter key. To terminate this session, respond to the prompt with an
‘N’.

6.4.5 PM CoODES

Click on the]VIISRRER button and a PM list is displayed (Figure 6-53).

mMarine Corps - FIMS

PROCUREMENT BRANCH (PMC)
FINAHCIAL INFORMATION MAMAGEMENT SYSTEM

PH LIST

. wm  [n]  mme [

ARV

T M DD R T

Figure 6-53: PM Code List

Version 2.0 6-55 25 July 1997



Financial Information Management System PMC
Users’ Manual

6.4.5.1 MobDIFY PM

To change the profile of aPM, select that PM from the PM list and click on the giilsle[13%
button. The PM selected will be displayed and the user will be able to edit the title line of
the PM (Figure 6-54).

ERIT PH

PM CODE:
FaA CODE:
TITLE:

Cancel

Figure 6-54: Edit PM

When changes are completed, click the button to retain all changes made to this
PM or ﬁ to abort without saving any changes and return to the previous screen.

6.4.5.2 AbbpPM

Click the[[INgN button and a blank PM form will display (Figure 6-55).

PM CODE:
FaA CODE:
TITLE:

Cancel

Figure 6-55: Blank PM Form

Enter the requested information and click on the button when done to save this new
PM. Clickon  JE3Jillbort any changes made and return to the previous screen.

6.4.5.3 FINDPM

To quickly locate a particular PM in along list, click on the |glalelid\Y/Mbutton, enter the
requested information and press the Enter key.
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If the PM requested exists, the first occurrence of that PM is highlighted on the PM list.

6.4.5.4 DELETEPM

® Only a PM created during the current session can be deleted.

To delete aPM from the PM list, select that PM and click on the Bl eRgil button or
pressthe ‘D’ key on the keyboard. If the PM selected was not added during the current
session, the following message will be displayed.

Y'ou cannot delete this Pk, You can only delete a P that you hawve added

during this session.
oK |

Click on the OK button to abort this activity and continue with other actions.

To terminate the current session and save all changes made, click on the VR Ro NI
button. To end the session without saving any changes, click theutton.

6.4.6 FIELD ACTIVITIES

Click on the IR WAWNYITERY button and alist of all activitiesis displayed (Figure 6-56).

mMarine Corps - FIM5S ==
¥ W oo PROCUREMENT BRAMCH (PMC) ¥ W oo
vd, 28 FINAMCIAL IMFORMATION MAMAGEMENT S¥STEM FY 97
=
Activity Attn Linse Activitys
(CODE B81-64> DENHIS UAN-MATRE iMARINE (]
(CODE BB1-64> HAULO, EMS KEITH HERIG MARINE
(CODE BB1-64> SFAE-TEW-J5-FM JANICE RUMMEL MARINE
(CODE BB1-64> rain maker MARINE
ai4 CODE 814 HAUVAL FA
a2z DOUGLAS ROMIG HAVAL IH
1 HMEF ACA5, COMPTROLLER
1 HMEF Lo I MEF
1 HMEF COMPTROLLER <LTCOL L. KOBALCHIKX 1 MEF
1 HMEF COMPTROLLER (LTCOL HICOLAIY 1 MEF
11 MEF MAa.J MELEHDEZ Us MARIH
148834 INFORMATION TECHHOLOGY SERVICES &KC GEh IMFOy,
A L3
Edit / View Hew Activily Mew Address Delete Quit

Figure 6-56: Field Activity List
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6.4.6.1 EDIT/VIEW AN ACTIVITY

To edit or view an activity, select that activity from the list and click on the |SeliAYA[:Y
button, and the activity will be displayed (Figure 6-57).

Activity Code : L0 RV HMIS Ak -MATRE
LGN VBT Vo AR IME CORPS /C MAINTEMNANCE CENTER

M&RINE CORPS M/C MAINTEMANCE CENTER
MARINE CORPS LOGISTICS BASE

EYTURIOEHNIS VN MATRE
|
ELBANY | 317041128

Figure 6-57: Activity Display

To edit this activity, tab through the various fields, make the appropriate changes and click
on the d/n to retain al changes made. To undo any changes made, click on the
_button.

6.4.6.2 NEW ACTIVITY

To create and add a new activity, click on the button and a blank activity
form is displayed (Figure 6-58).
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Activity Code : Aun - I
Activity Name : [N

Cancel

Figure 6-58: New Activity Form

Tab through each field and enter the information requested. When done, click on
to create and add this new activity to thelist. To abort, click the]feEIleal] button.

6.4.6.3 NEW ADDRESS

To change the address of an existing activity, while retaining a record of the origina, first
select an activity (origina) from the list and click on the [NEWFAXe[e[g=Houtton. The
activity will be displayed (Figure 6-59).

Activity Code : Attn - I
EXNTETON TEV S R INE CORPS M/C MAINTEMANCE CENTER

Figure 6-59: New Address Display
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Make the appropriate changes on this activity and click the EEVERbutton. A new activity
reflecting these changes will be created and added to the list while still retaining the
original activity with its values unchanged. To undo any changes made and abort this
option, click on the[[SEIEa] button.

6.4.6.4 DELETE AN ACTIVITY

To delete an activity, first select it from the activity list and click on the BIERputton.
The system will ask if you're sure, and if you click on Yes, the activity will be deleted. If
the activity is specified on any existing/active document(s), it can’'t be deleted. The
following message will be displayed.

That activity is being used! Can't Delete it

(0] 9 |

Click on OK to abort the delete activity and continue.

6.5 REPORT OPTIONS

Click on the iEdolgH@]aile]asl] bar and the Display/Reporting Options menu is displayed
(Figure 6-60).

mh'laline Corps - FIMS = =] =]

PROCUREM RAMCH (PMC)
FINAHCIAL IMFORM MANAGEMENT SYSTEM

DISPLAY REPORTING OPTIOHNS

nsactions!

Figure 6-60: Report Options Menu

The four options available during this session are summarized below:
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Display Transactions view transaction history of documents

Display RCN Funding Status view an RCNs funding profile
Display Document Status view document status by document type
Display Report Options view, saveto file or print out a number of

reports

6.5.1 DISPLAY TRANSACTIONS

NOTE: Module down for maintenance as of 6 September 96

6.5.2 DisPLAY RCN FUNDING STATUS

To view the funding profile of an RCN, click on the [BINJEVARGNRETTale[Tals RS 1K

button, and the system will ask the user to input an RCN (Figure 6-61).

PROCUREMENT BRAMCH ({PMC)
FIMAHCIAL INFORMATION MAMAGEMENT SYSTEM

RCH STATUS

Figure 6-61: Identify RCN

Enter the requested information or leave the field blank and press the Enter key for adrop
list of choices (Figure 6-62).

mMarine Corps - FIMS | _ O] x|

PROCUREMENT BRANCH (PMC)
FIMNAHCIAL IHFORMATION MAMAGEMENT SYSTEM

RCH STATUS

Figure 6-62: RCN Drop List
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Make a selection from this list by clicking on aline or highlighting the line and pressing the
Enter key. Once a choice is made, the requested information is displayed (Figure 6-63).

mMaline Corps - FIMS o =] B3

RCH STATUS

RCH : 818858 PM :

Prelogged Amount: a.88
Inlogged Amount: a.88
Committed Amount: 2,108.80
Obligated Amount: a.88
Total Used: 2,108.80

Current Total Allocation: & o8.880,800.00
Remaining Unused: & 49,997,980.088

Press any key.

Figure 6-63: RCN Funding Information

When done viewing the information, press any key on the keyboard to return to the RCN
list.

6.5.3 DISPLAY DOCUMENT STATUS

Click on the [BI§JEVALIII LIS eIy button and the system will request a document
number (Figure 6-64).

mh'laline Corps - FIMS

PROCUREMENT BRAMCH ¢PMC>
FIMAMCIAL INFORMATION MANMAGEMEMT SY¥STEM

— DOCUMENT STATUS -

DOCUMENT NUMBER:

Please enter the document number.

Figure 6-64: Document Number Input

Completefilling in the requested information, press the Enter key and the information
requested is displayed (Figure 6-65).
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mMarine Corps - FIMS

Cross Reference @
Document MHumber :

Maximum Amendment Mumber :

Docunment Type
RCH :
Program Manager Code @

Activity :

Cumulative Amount:
Prelogged Anmount:
Inlogaed Amount:
Committed Amount:
Uncbligated Amount:
Obligated Amount:
Unconfirmed Amount:

Press any key.|

Figure 6-65: Document Status Display

DOCUMENT STATUS

M2545897RC76115
a

RCP

868933

55

cTa

When done viewing the requested information, press any key on the keyboard to continue.
If the information requested is not in the database, the following message will be

displayed.

Click on OK to continue.

6.5.4 DiIsPLAY REPORT OPTIONS

That document DOES MOT EXIST in the databases.

Ok, |

Click on the BN EVARE ool gi@] elilels B button and the Report Menu will be displayed
(Figure 6-66).
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mMaline Corps - FIMS

PROCUREMENT BRAMNCH (PMC)
FINANCIAL INFORMATION MANAGEMENT SYSTEM

REPORT MEHNU

DOCUMENT REPORTS OTHER REPORTS

Currently Inlogaed Funding Status

Authority Log Program 3tatus (Ledger)
Inlogged and on Hold

Documents Issued Program Manager
Committed but Unobligated

Document History

Obligated Mon—-Travel Only Funds Tracking

Travel Only Previously Saved Report

Figure 6-66: Report Options Menu

® While the system is creating or printing a report, the user has the option of
aborting further activity by pressing the Escape (Esc) key. This action will halt
further processing and return the user to the previous screen display. This
option applies to all reports.

After the system has generated the requested report and displayed it on screen,
the user will be given the option of printing it, saving it to a file, or exiting.

Some of these reports will be automatically generated after clicking on a selection, without
further user inputs. Once generated, the user will be given a choice of printing the report
or saving it to afile. The following selections will automatically create a report without
further inputs from the user:

Currently Inlogged
Authority Log

Inlogged and On Hold
Obligated Non-Travel Only
MilStrip Items

Activities

Program Manager
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The remainder will ask for more information before creating a report.

6.5.4.1 DOCUMENTS ISSUED

Click on the button and a menu of choices is displayed
(Figure 6-67).

mMarine Corps - FIMS =1 S

DOCUMENTS ISSUED

Figure 6-67: Documents Issued Menu

If Al Ial& are selected, the system will offer two more options to select from.

Click on a selection and the system will create that report.

Click on the other options (from the Documents Issued menu), as required, to create that
type report.

6.5.4.2 COMMITTED BUT UNOBLIGATED

Click on this button and the system will display two more choices (Figure 6-68).
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mMarine Corps - FIMS

MENT BRANCH (PMC)
MATION MAMAGEMENT SYSTEM

COMMITTED BUT UNOBLIGATED DOCUMENT REPORT

Figure 6-68: Committed But Unobligated Report Options

Click on either option and the appropriate report will be created.

6.5.4.3 TRAVEL ONLY

To create this report, click the @EEVER®NY button and more selections will be displayed
(Figure 6-69).

mh'laline Corps - FIMS =& =]

PROCUREMENT BRANCH (PMC)>
FINANCIAL INFORMATION MANAGEMENT S¥STEM

All RCHs
By A Social Security Number

Figure 6-69: Travel Report Options

If EASSIICHR(®IN] or lE RISV gIaANVIgglely is selected, the system will ask for

additional input from the user before creating that report. Clicking on FAUIRR{®INE will
create that report with no further inputs required from the user.

6.5.4.4 FUNDING STATUS

Click on this option and the system will display additional selections (Figure 6-70).
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mMaline Corps - FIMS

PROCUREMENT BRANCH {(PMC)>
FINANCIAL INFORMATION MAMAGEMENT SY¥STEM

FUNDING STATUS REPORT

All RCHs

Figure 6-70: Funding Status Report Options

Click on ASSIale| CAR®NE and the system will ask the user to identify the RCN requested.
Enter that information and a report will be created. Selecm:md areportis
created without further inputs from the user.

6.5.4.5 PROGRAM STATUS (LEDGER)

Click on this option and the system will ask for an RCN. Provide the appropriate
information and a report will be created.

6.5.4.6 DOCUMENT HISTORY

To generate a Commitments and Obligations report, click the Bl 8 g IRl
button, enter the requested information for a document number and the system will create
the requested report
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6.5.4.7 FUNDS TRACKING

To create this report, click on the ISUale SN Xalel button and select a more specific
report from the following menu (Figure 6-71).

mMarine Corps - FIMS =

PROCUREMENT BRANCH (PMC)
FINAMNCIAL INFORMATION MAMAGEMENT SYSTEM

FUNDS TRACKING REPORT

All CPLs
All Allotnments

Figure 6-71: Funds Tracking Report Options

Click on a selection and that report will be generated.

6.5.4.8 PREVIOUSLY SAVED REPORT

Asnoted in section 6.5.4, Display Report Options, after areport is created and displayed
on screen, the user has the option of printing it, saving it to afile (floppy disk, hard disk,
etc.) or exiting. If “saveto afile” was selected, then the report was stored to that file
(filename created by user), on the device (floppy disk, hard disk, etc.) selected by the user.
This option will allow a user to retrieve the report (from disk or floppy) and display it on
screen. When this option is selected, the open dialog box will be displayed

(Figure 6-72).
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¥iew Report Named Directory: -
|_| g:\imsd\projectsimcitesth

— :

csovidue_txt -
cspshypj.txt = | Fimad
install. txt — E=projects
monthly. txt E=mc ™ All Files
ottt T
navcompt_txt
ocsocs. bxt
projacty_txt - +
Drive:

|IEI q: ‘\caiitcreative2 H

Figure 6-72: Open a Saved Report

The user needs to identify the drive, directory and filename of the report to open
(information user created when saving the report). For more detailed information on how
to open afile, refer to any DOS or Windows manual and read the section regarding saving
and opening afile.

6.6 UTILITY OPTIONS

Click on this button and the Utilities Menu is displayed (Figure 6-73).

mh'laline Corps - FIMS

UTILITIES MENU

users

[ Exit

Figure 6-73: Utilities Options Menu

The five options available in this session are summarized below.

List current users look at current users of the system

Manage users edit, add or delete users (access limited)
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Password change change a user’ s password
Change fiscal years change the current fiscal year

Create new fiscal year create a new fiscal year

6.6.1 LIST CURRENT USERS

To view alist of current users of the system, click the button and the
following list will be displayed (Figure 6-74).

mh'laline Corps - FIMS & =]

PROCUREMENT BRANCH (PMC)
FINANCIAL INFORMATION MANAGEMENT SYSTEM

LIST_OF
CURBENT USERS

Figure 6-74: System User List

If the list islonger than a screen page, scroll up or down the list by clicking on the
directiona arrow heads located on the right side of the list.
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6.6.2 MANAGE USERS

® Access to this option will be limited to a few key positions within the
organization, such as the System Administrator and Program Manager.

To edit, delete or add a user, click the Y ENERERSRaE button and the following screen is
displayed (Figure 6-75).

mMaline Corps - FIMS =] ]

HCH {(PMC>
FIMAHCIAL INFORMATION MAMAGEMENT SYSTEM

m User Access Information

=

[ Edt || Mew || Detete | [ Exit |

Figure 6-75: Edit Users List

To edit auser’s profile, highlight the user’s name and click on the button. The
individua’s record is displayed (Figure 6-76).
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mHarine Corpsz - FIMS

abort.

mUsm Access Data Screen [ x|

User Box

| Full Hame: [CINDY MIDDLETON

I Initial:

R —

| Telephone: [784 5822 %257

Access Box

I Access Level: 5 j ‘

I PM Table Check : [V : ‘

LCancel

PM Listing

Figure 6-76: Edit User's Profile
Edit the appropriate field(s) and click the button to retain all changes or [CEUEEH to
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To add a new user to the list, click the]NglY] button and a blank record is displayed

(Figure 6-77).

mMaline Corps - FIMS

PROCUREMENT BRAMNCH (PMC)

mUsm Access Data Screen

User Box

I —]

I Initial: ||

R —

B —

Access Box

I Access Level: 0 :,' ‘

I PM Table Check: [~ : ‘

Figure 6-77: New User Form

Cancel

PM Listing

5] =

Enter data in the appropriate fields and click on [EN{Rto create a new record or

to abort.

To delete a user from the list, first highlight the user’s name and click on the

button. The system will respond with the following message.

DELETE?

Yes

USER ACCESS DELETE RECORD B

Q ARE vOU SURE THAT THIS "CORA B STEFHENE" SHOULD BE

P—

Click on Y esto delete the record or No to abort.
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6.6.3 PASSWORD CHANGE

To change the current user’s password, click the fzeSSiel(eRegrgle’s! button and that
record will be displayed (Figure 6-78).

mMarine Corps - FIMS =1 S

PROCUREMENT BRANCH (PMC)
FINAHCIAL INFORMATION MAMAGEMENT SYSTEM

m User Access Data Screen

User Box

| Full Hame: [SUPER USER 2

I Initial: [y |
I Password:| |
ITeIephune: D5N 226-1130

| Save I ‘ LCancel I

Figure 6-78 : Password Change Display
Enter a new password and click onIEEYA or to abort.
6.6.4 CHANGE FISCAL YEARS

To work with or look at information in another fiscal year, click the [@gETl R {NIRVEETE
button, and the system will first display the current fiscal year and ask if the user wants to
changeit.

Current Fiscal Yearis 1396, Change it?

Yes o

If Yesis selected the following prompt will ask for the new fiscal year.

Current Fiscal Year :

Enter the year desired in the box and press the Enter key.
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6.6.5 CREATE NEW FISCAL YEAR

To create anew fiscal year, click theff®cz I RIE o= RYEzg button and a prompt will ask

for the new fiscal year.

Enter anew fiscal year and press the Enter key. If the year already exists, a message will
inform the user that the “New FY already exists’.

If the new fiscal year isavaid entry (doesn’t already exist), the next message will identify
the activity to be performed.

Create MHew Fiscal Year 28827

Enter a“Y’ in the box to continue or ‘N’ to abort (defaultis‘N’). If ‘Y’ isentered, the
user will be asked to confirm this action.

Please type COMFIRM to get the Mew Fiscal Year

Type CONFIRM in the box and press the Enter key to complete this activity. If
CONFIRM is not typed and the Enter key is pressed, another message will appear below
the CONFIRM message.

Please type COMFIRM to get the MHew Fiscal Year

The MHew Fiscal Year has not been created. Press any key.

This aborts the S EECENEVRINUREEL activity. Press any key on the keyboard to
continue.
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